Microsoft Office Applications
Advanced Syllabus
Sample semester schedules are provided below. Note that time spent on each part and review will vary according to teaching approach.

Semester Time Schedule
18 weeks (five 40–60 minute classes per week)
 

	Week
	unit
	PART
	PART title


	1
	Introduction to Microsoft Office
	 
	Orientation to Coursea

	 
	 
	1
2
3
	Review of Microsoft Office Basics
Using the Internet
Getting Ready

	 
	 
	 
	End-of-Unit/Enrichment Activities

	2
	Advanced Microsoft Word
	6
	Advanced Formatting

	3
	 
	7
	Templates and Wizards

	4
	 
	8
	Workgroup Collaboration and Web Pages

	5
	 
	9
	Tables and Graphics

	6
	 
	10
	Working with Long Documents

	 
	 
	 
	End-of-Unit/Enrichment Activities

	7
	Advanced Microsoft Excel
	7
	Graphics and Formats

	8
	 
	8
	Print Options

	9
	 
	9
	Spreadsheet Tools

	 
	 
	10
	Advanced Spreadsheet Activities

	10
	 
	11
	Multiple Spreadsheets

	 
	 
	12
	Spreadsheets and the Web

	 
	 
	 
	End-of-Unit/Enrichment Activities

	11
 

12
 

13
 
	Advanced Microsoft
PowerPoint
 
 
	4
 

5
 

6
	Integrating PowerPoint with Other Office Programs
Advanced Text, Animation, and Multimedia Features
 

PowerPoint Simulations
End-of-Unit/Enrichment Activities

	14
	Advanced Microsoft Access
	4
	Table Design and Relationships

	15
	 
	5
	Queries and Forms

	16
	 
	6
	Reports and Integration

	 
	 
	 
	End-of-Unit/Enrichment Activities

	 
	 
	 
	End-of-Unit/Enrichment Activities


